Approve and Review an I nvoice Batch

Scope

This procedure covers how to approve an invoice batch and review that
batch to confirm the status changed to Approved.

Used this procedure when you need to approve an invoice batch you have
manually created. Approved invoices will be picked up and paid out in
the next payment batch created in the SFA FMS.

System References
N/A

Policy

N/A

Responsibility

SFA (Program) Invoice Manager
Distribution

N/A

Ownership

N/A

Activity Preface

This activity is performed whenever you need to approve an invoice batch
and confirm that the status of that batch is Approved.

An invoice batch contains invoice(s) that have been previoudly created in
AP.

Copyright Oracle Corporation. All rights reserved.

Approve and Review an Invoice Batch PROA0020.DOC
Effective 11/01/01 Page 1 of 10 Rev 1



This procedure details how to manually approve and review new
invoice(s) that have been created in an invoice batch.

This procedure has two steps:

Step 1 details how to approve an invoice batch by submitting the Payables
Approva Request for a specific invoice batch.

Step 2 details how to review the invoice batch in order to confirm that the
status changed to Approved.

This procedure uses Direct Loan Servicing (DLS) as an example, since
DL S must manually create, approve, and pay invoices to issue RO, EDS,
and LC refunds. However, the procedure is a standard procedure for
approving an invoice batch in Oracle.

Approve an I nvoice Batch-SFA (Program) Invoice
M anager

1. From the Responsibilities window, Select the SFA DLSInvoice
Manager responsibility and Click on the OK button. The Navigator
window appears.
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E%Navigalnr - 5FA LS Invoice Manager

Action Edit Gueny Go Eolder  Special Help

Functions

Other:Requests:Run

Submit requests

+ Invoices
+ Payments Inquiry
Suppliers Inquiry
- Other
- Requests

View
Set
Profile
Concurrent
Change Organization

Add Hemove

Close Other Forms

2. From the Navigator window, Double Click on Other - Requests>
Run. The Submit a New Request window opens.

E%Suhmil a New Hequest

What type of request do you want to run?

gl
This allows you to submit an individual request.

" Request Set

This allows you to submit & pre-defined set of
requests.

Cancel 0K

3. From the Submit a New Request window, Click on the OK button.
The Submit Request window appears.
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4. From the Submit Request window, Click on the LOV icon. The
Reports window appears.

E%'Hepmls
Find1pav% |
|applicatic2]
Oracle P
rvaice Impart Oracle Pu
|Payahles Open Interface Import Qracle Pu
|Payablas Open Interface Outbound Advice Oracle PL
| Payahles Open Interface Purge Qracle P1
| Payables Open Interface Workflow Oracle Pu
?F‘ayables Transferto General Ledger Cracle Pu
| Payment Audit by Voucher Number Oracle PL
éPa\;mentElatch Control Report Cracle Pu
ZPaymentDistributian Report Qracle Pu
| Payment Exceptions Report Oracle Pi__|
| Payment Gain & Loss Report Qracle Pu
| Payment Register Oracle Pt _
i 1 st

Find ] Ok |Cancel]

5. From the Reports window, type ‘pay’ and Select Payables Approval.
Click on the OK button. The Parameters window appears.
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1% P arameters

Oipdian [ Process all malching lines

Invoice Batch Hame |ROMEZDDN
Stat Irwnica Date
End Irmica Date

Supplier Mame

Fay Group

Inwaice Mumber
Entared By

4} | .!J

Clear I Eam:all 0K |

6. Enter All in the Options field and the unique Batch Name in the
Invoice Batch Name field. Click on the OK button. The Submit
Request window returns.

FYI: You may make your selections from the LOV icon instead of typing
it in the field. The unique batch name will be listed on the Invoice
Register report you used to review the invoices.

E:—:nbml F e 1

Erfich Ecit Cuery  Go o] [ prcisl Haky

Rum this Regues..
Reguest Mame Payables Spproval
Parsmeters alLROKMEZND.....,
Larguags erican English

At these Times.,.
A5 Soon As Possibla Schegule... |

o Compl e,
[ Saue &l Duipu Files
Wotity Comglation Optlans... |
Pant To TESTZ

Cinpy & Prior Request,., Lancal | | Sulmi Reguest I

7. Click on the Submit Request button. The Requests window appears.

Copyright Oracle Corporation. All rights reserved.

Approve and Review an Invoice Batch PROA0020.DOC
Effective 11/01/01 Page 5 of 10 Rev 1



aefiony  Eail Quer G0 - Gpadal Heip
Rafiesh Data | Fimd Roguasis Submsit a Mew Reguost.
RFeguesi 10 Famsmni
Hama Phasa Statuz Paramaters
=1 7risg Payables Spproval Coampleled Marmeal )| (1752 1, H
17196 Inueice Registen Caiplated]  Marital RORCTI RCT2001 001, ., ., M, N, ,
Hirt il Fhe e | Wi Daladle,, | View Dutgis |
e R T | LIRS | W L., |

8. Click on the Refresh Data button until the Phase changes to
‘Completed’” and the Status is *Normal.’

9. Close the Requests window to return to the Navigator window.

Review an I nvoice Batch- SFA DL S Invoice
M anager
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E%Navigalnr - 5FA LS Invoice Manager

Action Edit Gient Go Eaolder

Special Help

Functions

Invoices:Entry:Invoice Batches

Maintain Invoice Batches

- Invoices
- Entry
Invoice Batches
Invoices
Expense Reports
Recurring Invoices
Open Interface Invoices
+ Inquiry
Accrual Write -Off
+ Payments Inquiry
Suppliers Inquiry
- Other
- Requests
Run

Add Hemove

Close Other Forms

10. DoubleClick on Invoices—> Entry - Invoice Batchesto open the
Invoice Batches window. The Invoice Batches window opens.

ESE Imwoine Estohes I0US 0L

Eoa
Aetion Edil Guery G0 Foiger Spacal Halp
=] AP BUDICE BATCH HEADER

Hatch Mame Oale

fciua Immice Total Paymem Terms  waice Cumr Payment G

:.! 14.0CT 280

11. From the Invoice Batches window, find the approved batch by
selecting Query - Enter from the Menu Bar. Enter the Payment
Batch name in the Payment Batch Name field. Select Query - Run.
The Invoice Batches window displays with the Invoice Batch you

queried.
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B8 Imvweine Batches (0L5_0U)

Aflion Edil- Quen @0 Folger  Gpadal Help

Hatch Mame Diata Copindl Count Corkml Amaunt
= MERA 50T i i i

L|

Ilv_

binicas

FYI1: You can use the % sign as awildcard for searching. Enter a % sign
before and/or after any characters in the name you wish to search. For
example, to query the batch name ‘ROME2001,” you could enter
%ROME% in the Bath Name field. Running the query will bring up this
batch name, along with all other batches with those characters. Select the
Invoice you wish to review. The Invoices window will open.

12. Click on the Invoices button. The Invoices window opens.

El"lll‘h‘l‘--: _I:I I._IIII| O E 200
Aelioer  Edil Queny 0 Foldep  Special Heip
Batoh Condml Tolal 1
Ariual Tedal [
= e
Type Sigxdla Sippdlar . Sie Il'l'll:ili.i Cale Imsnice Num  Imscice Cuer Iwoice A
Aﬁu.hm ki Siudd [Pibice LS mEFUfs-OCT 2001 | [ROREzES ST 0,
] [—| i
Aamemunt Paid
i T Hulde 1] Difstriut on Tl WHLOD
=l Stafus A proned Posted Ho
[oeac
Actians... 1 Holds ] Eaymants ] Match |
Schedulod Paymends | Dvorvtew || siowtdions |

13. Confirm that the Status in the Status field is Approved for each
Invoice.

FYI1: If the status is not Approved, you need to update the invalid
invoice(s) and re-approve the invoice batch. To update the invalid
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invoice(s), select each invoice in the Invoices window and Click on the
Distributions window. Update the invalid information (e.g., Invoice
Amount, Transcation Code, Accounting Segment, etc.). Re-approve the
entire invoice batch at the batch level (See all of the procedures under
Approve an Invoice — Step One ). Verify that the Invoice(s) were
successfully approved (See all of the procedures under this section,
Review an Approved | nvoice — Step Two).

14. To review, Select each invoice and Click on the Distributions button.
The Distributions window will apear.

E;’,L'I shibutions [DLS_DU] - ROMEZII35000001, Jobn Sludent
Aclion  Edil. Cauere o Enlder Special Help

Irviva Toded 100.00
Digtibution Totd 10000
e =
Humr T]-TJE Amount - Tax Hame L Dae Account
:E linm 100,00 15007 001 | UASTXNY.BDY.1 35006 EN 0L
i | &
Account Cegchphion FED DIR STUDENT.CATEGORY B, Yaar 2001, INAPPLIED RECENSCCOUNTING, DL
Status  Approved P Murnbsr
Pogled Ho
Prorata_.. 1 I | Herverrse 1 I | Xhimar PL I | I (o) PO

15. In the Distributiors window, Verify the Account Information and that
the amount in the Invoice Total and the Distribution Total match for
each invoice.

16. Close out of all windows to return to the Navigator window after
reviewing all approved invoices.

End of activity.
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